DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /I/fé/

Page 1 of 3

Agency Division/Unit
Hagerstown Community Development
Item No Description Retention
1 Public services: various public service programs such as food | Screen annually. Destroy
resources, parent-child center, housing counseling, smoke material having no further
detectors, statistical summary for various food bank programs, | administrative, fiscal, legal or
recipient information operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
2 Hagerstown redevelopment authority (HRA) minutes and Permanent. Transfer
agenda periodically to the Maryland
State Archives
3 Correspondence: copies sent, copies of forms sent Retain for three (3) years , then
destroy.
4 Houses to purchase: listing of houses the city is considering Retain until updated or.
.| purchasing, rehab estimates, photos, total rehab costs, selling | superseded, then destroy
price, offering price
5 Commercial and mixed use photographs of various projects, Retain until no longer required,
before and after then destroy
6 Agreements with MD state agencies, MHRP, DH&CD, home, | Destroy material having no
lead paint grant further Legal, Administrative,
Fiscal or Operational value.

Approved by Department, Agency or Division Representative

Date

Signature ‘,/eatg‘»%m‘— K. TPtecchrer

Type Name GeorgiAnn N. Breichner

Title

[ O - P

Date

City Clerk

Schedule Authorized by State Archivist
\DEC 3

1999

Signaturem . ,2?06;%#




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. //«%ﬁ/

-contains but not limited to: correspondence, verification of
utility payments, applications, sales agreements, promissory
notes, appraisal reports

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
7 Investor owned forms: various forms, income guidelines, Retain until updated or
construction fact sheet, renter certifications, addendum to superseded, then destroy
lease
8 Single family information: various forms, appraisals, Retain until updated or
brochures, interview checklists, applications superseded, then destroy
9 State loans (MD Housing Rehab Program) Retain for life of loan, plus three
-contains but not limited to: correspondence, loan approval (3) years, then destroy
notice, insurance requirements, closing checklist, application,
settlement statement, copies of deed
10 State loan programs information files Retain until updated or
-contains but not limited to: correspondence, newspaper ads, | superseded, then destroy
mortgage information, brochures, state policies for use of
state funds, cash receipts programs, blank forms
11 General files; HUD handbooks, programs guide, Screen annually. Destroy
correspondence, relocation of information, tax returns, copies | material having no further
of invoices administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
12 Current projects Screen annually. Destroy

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




13

14

15

16

17

18

19

20

Loan request; special loan programs
-contains but not limited to: applications, credit history, W2
and earnings summary, appraisal reports, site maps

Misc files

~-contains but not limited to: copies of P.O., invoices,
correspondence, public information handbooks, handwritten
notes, financial reports

Community block grant general files: various forms,
regulations, laws, applications, copies of the federal register,
circulars, audits, quarterly reports, letters of credit,
correspondence, cost allocation plans, funding requests,
statements

Hagerstown Redevelopment Program
-contains but not limited to: policy manuals, agenda minutes,
revolving loan authority, proposed regulations

Loan files - HUD rehabilitation loan program

-contains but not limited to: agreements, property contracts,
estimates, insurance declarations, statement of accounts,
release of original mortgage, check copies, mortgages,
redevelopment program checklist, inspection form

Duplicate personnel files maintained for dept reference

Five Year Consolidated Plan & Annual'Action Program
-contains but not limited to: provider surveys, summary of
statutory changes, instructions for developing and completing a
plan, performance report, fair housing contracts, fair housing

| committee

Grant performance reports: Grant Performance Reports (GPR)
and Consolidated Annual Performance & Evaluation Reports
(CAPER)- Correspondence, activity summary, HUD form
4949-2 shows monies expended by period, activity name
status.

Retain for life of loan, plus three
(3) years, then destroy

Retain for three (3) years, then
destroy.

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value.

Retain until updated or
superseded, then destroy.
(Minutes are maintained in I[tem
2)

Retain for life of loan, plus three
(3) years, then destroy

Destroy when no longer required

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for five (5) years after the
grant year and until all audit
requirements have been fulfilled,
then destroy.




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
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Schedule No. M/Z'j/
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Item No

Description

Retention
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. OEfiNIIION - Records Seiles - A group of related ncoi‘da normally ffed and veed 19 2 unit for rafaronce as wall as retention snd dhapariton porposes,

4. RECORO SERIES TITLE fwé//&/ 56?//6:9\5 5/}%21 YEAZZM%

'T e e
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f. RECORD SEBHES FORMAT(Si ' 8. RECORD SERIES SECUENCE o VOLUME
. . - ) . e Draveer(s)
. & v Bike. o Meralhim " @ Alpharetic €3 Merattiny fieat gy
: / O Compnter Tare Ig:
© o LegdiSiee - Q Compuler Tzck umencal Ig 0 Ciher (Spesstyy
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3#7%/ O he (Seenty)
I . ' ' "' T Thomber
i, FLEISUSED ' o 12. FILE BECOMES INACTIVE AFTER
o Daly 0 Weekly 9 Monthly —_— 0 Momh(s) a  Yem(s)
Number et o e
13. CURRENT LOCATIONIS) {Bidg,, Floor. Room / 14, 1S RECORD SERIES DUPLICATED FLSEWHERET {If yes. spectly agenry o1 ¢/ -)
G/; b ’?/-‘ ? , / L O Yes o 0 No
15. ACCESS RESTRICTIONS (il yes. cile taw(s) 8 requation(s) 16. AUDIT REQUIREMENTS
O Yes Qo .No 0 None o State 3 Feaorgl 0 indapendoe
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INSTRUCTIONS - [YPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQO WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJCORY

7275 WATERLOQ ROAQ

PO BOX 275 - JESSUP. MARYLAND 20794 Page (o))

1. DEPARTMENTIAGENCY

/%6672/}71/

v ot Coppppniae 77

2 olwsmNCD/\/ M///V//y

N

OEFINITION - Racords Saries - A group of refated rec

ords normally filed and used as a unit for refarence as wall as retentidn and disposition purposes.

4. RECORD SERIES TlTLE%/é//”‘ /DW/() /gk/_/?ofﬁyﬁ

l /WW/ TR

L-S. EARLIEST YEAR / LATETEST YEAR

/7870 L 7257

6. RECORD SERIES DESCRIPTIO

Snierz=
TFe SR

Briefly descnite the types o! information/documents/forms found in the Seres

3 7
Include ihe puipose of functicn of the Senes)

7. RECOROQ SERIES FORMAT(S)
Lwter Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
File Drawe!{s)

O Micrehlm O Alpnateticat O Microfilm Reel (51
O Computer Tace s:
O legal Size o Computer zce umencal Q Ciner {Specify)
Q Bzund Book o Fioppy Oisk 0 Chronolog:cal Number 6/{, F)T_
O Awdho Tape o Video Tace O Geograohecal 10. ANNUAL ACCUMULATION
a File Orawer (5)
o Ctrer (Speciy) Q Cther [Speciiv) O Microfilm Res! (s}
O Comguter Tape!s)
_DW a Olher (Specily)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
QG Daily a  Weekly a  Monthly a  Month(s) g Year(s)

Number

13. CURRENT LQCATIQN{S) (Bldg., Floor, Raa

o oo

CITY Mt~ 47

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & requialion(s) 16. AUDIT REQUIREMENTS
G Yes g No a None o Slate O Fegeral G independent

17. 1S AN INDEX SYSTEM USED? il yes, exciain cneily and

wesste any hargware/sofiware)

‘as

8]

18. RECOMMENDED RETENTION

eriedicats, To -
N B

/oer'/vw%fm
T Jre /2t <5755

19. NAME AND TITLE OF PREPARER

21,

20. TELEPHONE NUMBER DATE

€3S §50.4 Fenseqd 1/93)




SCHEOWLE (OGS 550-1)

INSTRUGIIQONS - TYPE OR PRINT A SEPARATE FORM FQR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORQOS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PQ BOX 275 - JE3SUP. MARYLAND 207¢4

AGENCY RECORDS INVENJORY

Page of

1. DEPARTMENTIAGENCY

Macrs]Binn”

2. DIVISION CQM/‘/L//O/r
DOE Yl =

3. UNIT CDM/(,/},//&/W
Deye/ppired 7|

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referenca as

wall as retention and ‘disposition purposes,

4, RECORO SERIES TITLE

Cory @;p&x)a/ézuae

§. EARLIEST YEAR / LATETEST YEAR '

/5% iy 7T

A

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lyges of infarmation/documents/forms found in,

e Sertes

Include the pu.pose ot funclicn of the Series)

ﬁﬁ//cﬁé oy CD/’//‘«f\j/pp,acz/P/bb e SE/
%/é 2 dﬁMLﬁ//Vd coples of~ F oy~
SET1Or 74 CormEspridenies,

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

/ A o-FTE Drawer(s)
wier Size a Micreidm O Alpnatetica o Mictofim Reel (53
/ o Comgputer Tace |s:
0 Legal Size a Cempuler Tzce Z-tumerical 3 a Ctner {Specily)
QO Bsund Book O Fiogpy Disk O Chronolog:cal Number C”, /7\
a Audo Tape Q Video Tace O Geograchical 10. ANNUAL ACCUMULATION
O File Orawer (s}
0 Ctrer (Specily) O Cther {Speciv) O Microfilm Ree! (s
) 0o Comcuter Tape!s)
D% O Other (Speciy)
o Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly a  Monthly g  Month{s) O Yesar(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Flaor, Raom)

Ciy Hil)— 7%

o

1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specify agency or olfice)

Yes c No
15. ACCESS RESTRICTIONS {If yes. cite law(s) & reguialionis) 16. AUDIT REQUIREMENTS
[ S No a None a Slate g Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (if yes. exciain crieily and

wmerce any hargware/software)

’ag o

o

18. RECOMMENDED RETENTION

Wx/a/aff

%/0?/‘3/69’5

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21,

DATE

€638 S804 Tepsed 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS $§50-4)

DEPARTMENT OF GENERAL SERVICES AGENCY RECQRDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY. 2. DMSIONCﬂM//VM”/ ;/ 3. UNIT mﬁ//{//,/,d/
&4@37‘@4/4/ SE » Da/e/oﬁ/qﬁo

DEFINITION - Rocords Serles - A group of related records normally filod and used as a unit for referanca as well as retention and dlspomﬂon purposaes,

4. RECORD SERIES TITLE ’ § . - 5. EARLIEST YEAR / LATETEST YEAR
Jow=esTo frabzses oy g

6. RECORD SERIES DESCRIPTION ( Buefly descrite the lypes of information/documents/forms found in the Serntes  Include ihe pu.'p/ose ot functien of the Senes)

/«/57/');7\'5 19/" %//565 7‘%/47/’ 7 %e C/T

Con51der7 0 PurbpFs/tls, — 1=
=V Fhotss, 777l Nelwpd
Cﬁélé/ 55/// O /O//?Ce ——&FP /”/v/f/ﬁ il

7. RECOROD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

- G,A//— U~F7¢ Ufawe!(s)
Lester Size Q Micrcfilm lpnateticar a Microhlm Resi (51

a Compuler Tace j<!

[ Mo 1 (b)) F oy )

0 Legal Size Q Zcmputer Tzce S Numercal / 0 Cther {Specify)
Q Esund Book Q Flogpy Disk 0 Chronoleg:cai Number C//‘, /:7:
Q Augio Tape G Video Tace o

Geographicz 10. ANNUAL ACCUMULATION _
- - O File Orawer (<)

Q Ctrer (Specily) Q Cher (Spectiv| O Microlilm Reel (s!
0 Comculer Tace!s)
Q Other (Specily)

s . Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly _ a  Month(s) O Year(s)
Number
13. CURRENTEZTION(S) .(Bldg., Flogy, Rogm) ; 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speciy agency or office)
G} ; y y ~ a  Yes O No

15. ACCESS RESTRICTIONS (If yes. cite faw(s} & reguialion(s) 16. AUDIT REQUIREMENTS

G fes 3 No a None a Slate Q Fegeral O independent

17. 1S AN INDEX SYSTEM USED? |If yes, exciain cnefly and 18. RECOMMENDED RETENTION /f@fg//l/ W7 Z-L
wmsroe any hargware/software) '
e é%&e/‘éedécz'.) 7%5/1/

‘a5

4]
)

%%f%

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

CriS 504 Yepsed 1493)
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WSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL Séé\?lCES
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOWLE (OGS 530-1) 725 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20724

Page . of

EPARTMENT/AGENCY 2. DIVISION CVP///C/”/U/E

3, umrﬁﬂ/{/}%’///ﬂﬂ %
Deye/pyyere 7~

e rSs] oo ST

DEFINITION - Records Serles - A group of related records normally filed and used as 2 unit for reference as

well as retention and Aponidon putposes,

4. RECORD SERIES TITLE CpM/c/éf‘C/yéoa, /\//Xﬁi Lfs5e
Photosrzmpsts

5. EARLIEST YEAR / LATETEST YEAR
TC s

v

efore v T er—

6. RECORD SERIES DESCRIPTION ( Brefly cute the types of informalion/documents/forms found in the Sentes  [nclude ihe purp/ose of funcicn of the Senes;

Difoparseshs of= yirions PReJec]S —

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
" e Drawer(s)
O Lw~ter Size o Micrehim lonatetical a Microfim Reel (s)
O Compuler Tace is:
0 Legal Size a Ccemputer Tzce S Numencal Q Ctnet {Spezily)
Q Brund Book a Floppy Disk O Chronolag:eal Number OM - PT.,_
o Awdio Tape O Video Tace O Geograohical 10. ANNUAL ACCUMULATION
/ O File Orawer (s}
M‘(Sﬂclm S o O Cther (Speciiv) O Microfilm Rest (s}
4 s - O Comcuter Tace(s)
f// 2!% O Other {Specity) __
— Numbet
11. FILE IS USED : 12, FILE BECOMES INACTIVE AFTER
c Daly 0 Weskly T Monthly _ o Month(s) 0 Yezr(s)
Number

o Yes

13. CURRENT LOQCATION(S) (Bldg.. Floor, Room) : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
Cry 1m)) = o,

a No

15. ACCESS RESTRICTIONS (If yes. cile law{s} % reguialion(s) 16. AUDIT REQUIREMENTS

Uoofes S No a None O Slate O Fegeral O Independent

weesee any hargwares/software)

‘25

0
&

. 1S AN INDEX SYSTEM USED? (I yes. axcian onefly ang | 18, RECOMMENDED RET%NTION ﬁ z/,(ﬁ MWA /@
leéf’ f‘%ﬁf/ﬁfd ;/796/04/‘%7’%'

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

Cr3S $50.4 Fansed 1/93)




{NSIRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FOQRWARD WITH RECOR0DS RETENTION
SCHEOULE [DGS 55Q-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page Qf

1. DEPARTMENTIAGENCY

SroesTons)

2. DIVISION Cﬂ/y/‘/ ”/7/7}'
o = 7 A

<.

3. UNIT éﬁ/’lf/’//f/@ﬁ

DEFINITION - Rocords Series - A group of reiated records normally filed and used as a unit for refarence as

st e

well as ratention and disposilon purposes,

4. RECORD SERIES T”LE%@WWE

§. EARLIEST YEAR / LATETEST YEAR

[PF 5 Ol

s

(3

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of infgrmation/documents.

fﬁxze/%/a/’g Jos A S, ST 3
PIIRP— Dy D, 22, HOIE, leod 0 T

ihe pu.'p’o;e or functicn of the Senes)

SN0 ST 77577 VIR Dlems BT

Number

7. RECORD SER FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer{s)
a Micrcilm Alpnatelicai O Microfdm Reel (si
O Computer Tace {s:
0 Lezal Size o Ccmputer Tzce S Numerncsl } Z O Cther (Specily)
O B-und Book Q Floppy Qisk O Chronoleg:cal Number a{, /‘1
Q Awcio Tape Q Video Tace 3 Geograchicai 10. ANNUAL ACCUMULATION
O File Orawer ()
O Cther (Specily) G Cther (Speciv) © Microfilm Reet! (s}
O Comcuter Tape!s)
a Other (Specify)
s Nurmber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daly o Weskly a  Monthly o Month(s) O Yezr(s)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) % requiation(s) 16. AUDIT REQUIREMENTS
L Yes 3 WNo 0 None o Slate a Fegeral O Independent

17. IS AN INDEX SYSTEM USED? dl yes. axciain oneily and
wsenee 3ny hargware/software) '

‘as

0

LZACLIVE

pd

18. RECOMMENDED RETENTION ZFM#MW% —~
2ryodjoa /s 7077 Fhe 7, Sir7e

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C6S $504 Zenseg 193




INS[RUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page of

1. DEPARTMENTIAGENCY

/71,44%/3 T

2. DIVISION @M/ff///()/ /?
SEryiie, .

) w.rm/y/o/ww/’y
' NET

DEFINITION - Racords Series - A group of related reco

rds normally filed and used as a unit {or raference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE /A///géﬁ-‘)—/“ &W/()fd "FD:;)f/Lj

5. EARLIEST YEAR / LATETEST YEAR

w Clerveo] |

Elc,

6. RECORD SERIES DESCRIPTION ( Brtefly describe the lypes of informalion/documentsiforms found in the Sernes  Include ihe ou:p/os or functicn of the Senes)

)//9‘/’”/&2/5 Forinzs ,
ConestrecTion FrerSr=T;
cer-tiFles7roms ; WA irdir

— W EPHE Frit) el

J -

'/%,s‘/*
Herdo

Ofer—
J o Ae/ﬂsej

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Alpnateticat

9. VOLUME G/
Te Orawer(s)

~ier Size Q Miceciilm a Microfilm Resi (s)
a Comgputer Tace is:
Q Llegal Size o Cemputer Tece S Numengcal Z O Cther (Spesily)
0 B-und Book O Flogpy Cisk a Chronolog:cal Number aﬂ, p/w
0 Augo Tape O Video Tace O Ceograhicas 10. ANNUAL ACCUMULATION
Q File Drawer (s}
Q Cter (Specify) G Cther (Spectiv) G Microfilm Ree! (s}
o Comcuter Tape!s)
a Other (Spacily)
o, Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly g Weskly a  Monthly o Month{s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (B!dg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

20. TELEPHONE NUMBER

a/+yf:5//—~§;f! Dr.# O Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reqwation(s) 16. AUDIT REQUIREMENTS
U es a No O None a Slate G Fegeral O Independent
i
17. IS AN INDEX SYSTEM USED? |l yes, excian cneily and 18. RECOMMENDED RETENTION ggfn//[) W-/-/‘Z [ML
arge any hargware/soitware) ) ) Hr
pr~ S Lgpf?/—zfedﬁl e/
‘as S Mo . ]
DesT oLz,
19. NAME AND TITLE OF PREPARER

21. DATE

€638 $50-4 Fanseq 193]




INSTRUCIHONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOR0OS RETENTION
SCHEDULE (CGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD »
PO BOX 275 . JESSUP. MARYLAND 20794 Page : ot

1. DEPARTMEMT/AGENCY

2 mwsnonébp/yji{[/,‘&/f'y) -3, UNIT @/’L/Wk/y//y

CEFINITION - Records Serles «

A group of related records normally filad and used as 2 unit for raference as

SV e | @a/z/z;ﬂﬂ/aﬁ\

wall aa retention and disposiion purposes.

4, RECORD SERIES TITLE

5//07/” »9%/// /éf}/y DARS LT

Q/W@ 5. EARLIEST YEAR f LATETEST YEAR

ETC,

. RECORD S/RIES OESCRIPTION { Buetly g cnt:e the tyges of informationvdocumentsiforms found n the Series lncluce ihe pwpose or funchicn of the Senes)

ViZrTons For IS g /%op/?/?/é/%/s AT L — I
Wpers7en) Lk 3573, ; el s

7. RECORD SERIES FORMAT(S)
«~ter Size a Micreiim

Q Legal Size 0 Ccmputer Tace
O Bound Book g Floppy Disk
G Aucio Tape a Video Tage

QO Ctrer (Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME
&—FTE Orawe(s)
Alpnatetical a

Microfilm Rest (si
g Computer Tace st

S Numencal f O Cther {Specily)

G Chionoleg:cal Number Oé{ /_7\
3 Ceograohicas 10. ANNUAL ACCUMULATION

. . O File Drawer (s)
O Cther {Speciy) O Microfilm Ree! (s}

o Comguter Tape(s)
O Other (Specidy)

—

Number

11. FILE IS USED

C Daily O Weekiy 3 Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Yezr(s)
Number

13. CURRENT LOCATION{(S) (Bldg., Figor, Room) -
@H—y a)) = AT oo

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency or office)

a  Yes g No

—

5. ACCESS RESTRICTIONS (if yes. cite faw(s] & requiation(s)

U Yes S No

16. AUDIT REQUIREMENTS

G None a Slate a Fegeral O Independent

7. IS AH INDEX SYSTEM USED? (I yes, exciain cneily ang
wesspe any hargware/software) ’

-

‘25

0
5

18. RECOMMENDED RE:ENTION%&?%/K) %W_Z_ /ﬂ/ /L
or = pzrzs = =, P4
DT 2.

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMEER / 21. DATE
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INSJRUGCIIONS -
REVISED RECORD SERIES
SCHEDULE (OGS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLANG 20794

AGENCY RECORDS INVENJORY

Page of

1.

ey =

DEPARTMENTIAGENCY

= /oo

SE VIt

2. DIVISION CDMM //M?

3. uNIT Gﬁ/‘/f% YA,
D 61/6/20/%9/1/7_—

) OEFINITION - Recorda Sarles - A group of related records normalily filed and used as z unit for ra{anncg‘ as

well as rotention nnd disposition purposes.

4. RECORD SERIES TlTLE\f’/?-ﬁ—' 4_2997(25
Zheaton T Lt r

(/8P

S. EARLIEST YEAR / LATETEST YEAR

(5B LAdTBOT

L. O2H 700) i

Cf asinnt (/e LIST
/Wg/j;" @Dfo/m fi’/:: L

6. RECORD SERIES DESCRIPTWEN { Buefly descnte the lypes of information/documents/forms found in the Sen/nclucn ihe pu.pose or functien of the Seges)

CavtiZuzs, LotrT T 2,

)M 4 e

e

lepttn). Kebw ksl oTroe

72 CY 7E
//7/748 /wzrn?ﬂce/
) oA « S

' ////"M

N2 5]

L

1.

RECORD SERIES F AT{S)
Loter Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
ide Drawet(s)

CiTy y W) —~

A= oor—

a Micteilm a Algnatetcas a Microfm Real (s)
a Computer Tace s:
Q lezal Size a Cempuler Tzce G—\‘W/ a Ctner (Specily)
O B-und Book O Fioppy Disk 0 Chronoleg:cal Number 0/1;7’
0 Auwco Tape O Video Tace O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (<)
o Ctrer (Specily) O Clher {Speciiv) O Mcrofilm Res! (s
a Comguter Tapels)
G Other (Speciy)
i Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daily O Weskly 3 Monthly O Month(s) o Year(s)
Number
13 CURPENT OCATION(S) (Sldg Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite lawis} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes S Ne G None a  Slate a  Fegeral O Independent
Fh
17. 1S AM INOEX SYSTEM USED? (If yes. exciain cnefly ang 18. RECOMMENDED RETENTION 71—3//{) p,\ / 6 0>
w=snpe any hargware/software) ' L‘p e
13 ‘ag T o @/P 7 57
19. NANE ANO TITLE OF PREPARER 20. TELEPHONE NUMB{ 21. DATE
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DR IHULIIGNY - | THE UK PRINT A SEPARATE FURM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20724

AGENCY RECORDS INVENJORY

Page of

1. DEPARTMENTIAGENCY

Y o=

2 DIVISIONC\ﬂ/Z:{’%kﬁﬂT/—/
ST I

-}

3. UNIT &?MMM"()//}-/
7—-—4

/7

OEFINITION - Records Series - A group of related records narmally filed and used as 2 unit for refarence as

D@/@W&a

wall as ratention and disposition purposes.

4. RECORD SERIES TITLE éfyfg Apyﬂf@/?%
IS D T T /o

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brefly cescnte the lypes of informalion/documentsiforms found in Ihe Senies  Include ihe pu.'of)se or functien of thesSenes)

CoRZI RS ; bieT A5 T e emd 75 = Lorr
Newzsppne /aé/ _
BIarfoter == - Se /ﬁ//('//zﬁs S LFSE 57%7%_
Firds ; Chsy fece,pTs 120 22rzs; BIRROK. {7,

- /77//’?’

Sy A v

Y=

/

Micechim

8. RECORD SERIES §

Algnatetical

9. VOLUME
Gm

o Microfilm Reel (si
a Computer Tace st

a Lezal Size O Ccmpuler Tzce S Numencal g O Cther (Specily)
O E2und Book a Floppy Disk O Chronolegical Number c%, g'/—
O Auco Tape G Video Tace O Geographica 10. ANNUAL ACCUMULATION
O File Drawer {s)
G Otrer (Specily) a Clher {Speciiv) O Microfilm Reel (s}
O Comguter Tape!s)
a Other (Specily)
o Numter
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daiy 0 Weekly 3 Monthly e} Month(s) =] Year(s)
Number
13. CURRENT LOCATION(S) (BIdg., Fiacr, Room) - 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Cr7yy 1132 — £y P e ™
7/ // a  Yes o No
15. ACCZSS RESTRICTIONS (if yes. cile faw(s} & regusation(s) 16. AUDIT REQUIREMENTS
G Yes S No a None aQ Stae O Fegeral O Independent

/

17. IS AN INDEX SYSTEM USED? Il yes, exciain cneily and
aevspe any hargware/soitware) '

‘as

0

RECOMMENDED RETENTION ﬁe}’&/ﬂ/ ///i/ﬁ/w
=, -%7’764/4/567'/’?7,

18.
or- 617’96/':-5

lopda7ed

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER

21. DATE
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INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOWRE (OGS $30-1) 7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2 DMSION@M/‘//{M? ; UNITC&MM//&//%
,/7?}#?@6/214// S I Deyée/otyze.or

EFINITION - Rocords Sarles - A group of relatad records normally filed and used 33 2 unit for reference as waell as retention and disposiion purposes.

-

4, RECORD SERIES TITLE W/’?ﬁ /// 5. EARLIEST YEAR/ LATETEST YEAR
== 7T LA [TEATF

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documentsiforms found in the Senes Incluce ihe pu.pf)se or functicn of the Senes)

Wid Hnd books ; PrDg s Suwide;

CD/"”’“ &5 /046/‘)@6 ﬁ@/&éﬁ:f}ﬂ/& 0f’W/§7L‘ 7By
gégp’ =N ;o pres oF //V’W/ai

7. RECOROD SE FORMAT(S) 8. RECORD SERIES SEQUEN 9. VOLUME
, o Brawer(s)
Leter Size o Micreiilm pnatenicat :

o Microfilm Reel (s}

Q Computer Tace {s:
0 Llegal Size o Compuler Tece S Numengcal a Cthet (S

nr,’
“und Book O Floppy Disk G Chronolog:cat Number
O Audio Tape a Video Tage 3 CGeograshical 10. ANNUAL ACCUMULATION
. . Qa File Orawer (s}
a Ctrer (Specily) a Clher (Spectiv) G Microfilm Ree! (s!

O Comguter Tapeals)
O Other (Specify)

o Nurnber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly a  Monthly _ o Month{s) o Year(s)
Number '
13. CURRENT LOCATION(S) (Bidg.. Flaar, Room) : 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
a Yes C No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMERNTS
L Yes S No o None a Slate o Feogeral O Independent
17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily ana 18, RECOMMENDED RETENTION 3 i -
=sste any hargwarelsoftware) ‘ ’/7 / m /’/
DI S Mo M6€ %@I/ggé 7
19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER 21. DATE

CA3S 504 Yansea 193}




INSIRUGIQONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO 80X 275 - JESSUP. MARYLAND 20784

AGENCY RECORDS IMVENJORY

‘Page ot

1. OEPARTMENTIAGENCY

2. DMSION@/\/M%M 7—.
[HaearSTomi ~

1wt COMPURY T or

OEFINITION - Records Saries - A group of related records normally filed and used a3 a unit for refarenca as

J)élré/ﬁlﬂjﬁe

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE C//PFCE/VT}W/Z%\/%

5. EARLIEST YEAR / LATETEST YEAR

P25 ) PEXTT

&. RECORD SERIES DESCRIPTION { Bneﬂy descrte the ly;eéof//ormallonldocumen(s/!orms found In the Series

COOF IS, bote7 AT A1/ f=d TOR

B o) e e e 5T -
PP rspd. fe e/@ref'é‘

Include ihe puip

Cpf:se or l.uncncn of the Sen ;
//’/K/wﬁ?@ Ef=" US7LI7 (o P IRAFRTS

f N /égj@/’*/

,D/c&y/p/c
575 -

/

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES UENCE 9. VOLUME /
- Fie Drawer(s)
~ier Size g Micreiilm lpnacetical Q Microfilm Reel (s)
a Comgputer Tace {s:
Q Lezal Size o Ccmputer Tzce S Numercal 0O Cther {Spezily)
ym G Flogpy Disk o Chranolog:cal Number M /‘ 7/-
a Auzo Tape 0 Video Tace O Geograohic2 10. ANNUAL ACCUMULATION .
O File Drawer ()
O Cteer (Specily) Q Clher (Speciv) G Mucrofilm Reet (s}
O Comguter Tape!s)
Qa Other (Specify) _
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daily O Weekly 3 Monthly O  Month(s) o Yezr(s)
Number
13. CURRENT ATION(S) (Bldg Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or olfice)
,'Ly W/ ) O Yes o No
15. ACCESS RESTRICTIONS (if yes. cite lawis} % requiation(s} 16. AUDIT REQUIREMENTS
L Yes 3 WNo o None a Slate a Fegeral G Independent
17. IS AN INDEX SYSTEM USED? (i yes. exciain gneily ang 18. RECOMMENODED RETENTION
weerte any hargware/software) ) / ; /é m
T ‘ag S Mo %6 WM_ / /
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C63S £80.4 Tapsed 1/33)




INSIRUGIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (UGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INMVENJCORY
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD ]
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY 2. DIVISION @MM/(/Z)//? 3. UN”@WM%”/;%

MK/{S‘W/ SE | @f/{f/oﬂﬂye,a,r

DEFINITION - Racords Saries - A group of related records normally filed and used as a unit for refarenca as wall as retention and disposition purposes.

4. RECORD SERIES TITLE L D/?‘/{,) // 2 7——~ 5. EleEST YZAR ] LAIETES:;K
R0 2/ Azz%o pqo/-z;wfg (226 el ez

6. RECORD SER!ES OESCRIPTION { Briefly descrite the lypes of inform auon/documentsﬂorms found in the Senes Incluce the pu.p/ose or funclicn of the Senes)

Lotz s, fre7 457 Zpeeiisd 72 7 /w//p/@s

Credmosiar W R 2N R éz///f/w/?ﬂ
PR //fé‘;—-‘ = 17 y g

7. RECORD IES FORMAT(S) 8. RECORD SERIES SECUENCE 9. VOLUME /
- de Orawer(s)
Alpnateticat

w~ter Size o Micrehim o Microfilm Resl (s)

O Computer Tace is!

-1

O Lezal Size o Cemputer Tzce G Numencal é O Ciher (Specity)
0O Ezund Book a Floppy Disk G Chronolog:cal Numbet W F 7
Q Auwco Tape O Video Tace a

Geographical 10. ANNUAL ACCUMULATION .

. . O File Orawer ()
O Microfilm Ree! (s}
O Comcuter Tape!ls)
a Other (Specidy)

a Ctrer (Specily)

o]

Cther {Specivy

e, Nymber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly 3 Monthly i 0  Month(s) o Yezr(s)
Number
13. CURP;OCATION(S) (Bidg.. Floor, Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
I; é :2 p a  Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes 3 No a None a  Slate a Fegeral O Independent

17. IS AH INDEX SYSTEM USED? If yes. exciain cneily and 18. RECOMMENDED RETENTION / F P
aenee any haro.varelso!lware)l i | ’ ' W v ﬁr‘ / ‘6 Z,
__ ot {ifs 3 yﬁy/:s g FHeEn o
| @57 vy,

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER/ 21. DATE

(8}
o
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INSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECOROD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INMVENJORY

Page of

¢

1. DEPARTMENTIAGENCY

Tt o/

2 omsuouﬁp/“f/ﬁflflﬁ/i—/-
S Ve, -

3. UNIT @WW%
w//ef/ = IF

DEFINITION - Records Series - A group of related records normally filed and used as a unit for raferenca as

wall as retention and disposition purposes.

4. RECORD SERIES TITLEW F/_k\ﬁ

==

e .

§. EARLIEST YEAR / LATETEST YEAR

(ke

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of

Fepords.

”
Include ihe puipgse or functien of the

ContBas, butwlor2oni7eel 15 Cop)as of
//VVZWA&’ Cﬁ/’fé_ﬁopﬂjjé 7 THe e /A Z
Hopnd bPKS - A7 1OT 7T T N2 [N 2

LE

. P & JpJor T

Seqes)
3/5.' -

7. RECORD SERIES FORMAT(S)
erter Size

8. RECORD SERIES.SEQUENCE

Alphaceticat

9. VOLUME
Q File Drawer(s)

o Micrcilm Q Microflm Real {51
O Computer Tace is!
C Lezgal Size a Ccmputer Tace G Numencal ;: o Cther (Spezityy
@ E-und Book a Floppy Qisk Q Chronolegical Number C/// ﬁ_
Q Aucio Tape G Video Tage O Geograohical 10. ANNUAL ACCUMULATION _
Q File OQrawer (<)
0 Qtter (Specify) T Clher (Soeciiv) o Microlilm Reet {s}
0 Comcuter Tape!s)
a Other {Specily)
L Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly a Monthly C  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) ; . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)
O//’;é//‘ :/-’:F’ o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes S No a  None 0 Slate O Feogeral O Independent
17. 1S AN INDEX SYSTEM USED? (il yes. exciain cnefly ang 18. RECOMMENDED RETENTION
wmsCe any hargware/soflware) )
) o Retain for 3 years and until all audit requirements
L ‘ag [N
have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 20. °

C63S 8504 Tensed 193]
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INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCIEORE 10Gs =501 7275 WATERLOO ROAD
L PO BOX 275 - JESSUP. MARYLAND 20784 Page . Qf

AGENCY RECORDS INVENJCRY

1. DEPARTMENTIAGENCY 2. DIVISION de///dW 3. UNIT CQWWL/M//
Wefﬁﬁwy savioe. | |\ Dastpmedr—

DEFINITION Records Serles -

A group of related records normally filed and used 23 2 unit for reforence as wall as retenton und dlsposition purposes, I

4. RECORD SERIES TITLE &DM}M””/ 7 é/mk) Ww_ 5. EARLIEST YEARCI’LL/ATE;L;‘;?/ [
(eDBE) Gentc 745 V. Curre

6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of informalion/documents/forms found in the Senies  Include the pu.p/ose of functicn of the

...cne;:

l/%/%/ﬁ//é Fp“r'/% Keqihodsoess: Lmids /@9 s

/57/ £ = /gdéﬁ’/ﬂé 7/5/ ’C/@CZJA%S -
Hdris A%% g,_g Leps 7= LEFers o
&/@QW/ Corre 05/' 0524/ Y

FPlanas & // /%az//u7 ﬁgwféy——, éﬂfé»ewxs -

7. RECORD SERI QRMAT(S) 8. RECORD SER!ES SEQUENCE 9. YOLUME e/(,.._-—
. 44\/—— e Drawer(s)
eier Size a Micrefim cnatetical

Q Microfiim Resl {s)

Wv Tace .; -
0 Legal Size 0 Computet Tzce S Numencsl E? fther (Specily) &g §
0 Bzund Book a Fioppy Disk Chronolog:cal Number M /%/?

'ﬁ

a
Q Audo Tage @ ‘ideo Tace 3 Ceograchucal 10. ANNUAL ACCUMULATION
) L. Q File Orawer (s}
O Ctrer (Specify) G Clher (Speciiv) O Microfilm Ree! (s}
O Comcuter Tape!s)
Q Othser {Specity)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daly o Weskly 3 Monthly i O  Month{s} o Year(s)
Number
13. CURPENT LOCATION(S) (Bldg Floor, R 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Cqﬁ/ /4:/931//—,: Dz?b o e o o

15. ACCESS RESTRICTIONS (If yes. cite law(s) % requialion(s) 16. AUDIT REQUIREMENTS

U fes S No a None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? f yes. excizin cnefly ang 18. RECOMMENDED RETENTION N
= erpe 3any hargware/soilware) ’ ; g/’ %
5 fe fejen o’
e |UBE Genver2l 17/€

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER A

9]

. DATE
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INSTRUGTIQNS - T'YPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECORDS RETENTION
SCHEDWLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP MARYLAND 20794

AGENCY RECORDS INVENJORY

Page ot

1. DEPARTMENT/AGENCY

Yy

M0

2. DIVISION dpMM%,ﬁ/&—

3. uNIT @MM//M/?

Mé/ﬂ@’ﬂ/cf’ﬁ—

OEFINITION - Racords Series - A group of telatad records normally filed and used as a unit for reference as

wall as retention (d disposition purposes,

4. RECORD SERIES TITLE

7D 2 CGRFH 2> Wz@

T fedrEFoprezcy

§. EARLIEST YEAR / LATETEST YEAR

Vo

6. RECORD SERIES DESCRIPTION

Coa=iss p

Wgent,
o4

LT N7 LI

/

4//97“2/25/ -

Bnefly gescrite the lypes of informalion/geCuments/forms found in the Series

/2
W///%/é;é@//y////ﬁ// ps

s
Inctuce_ihe puipase or functicn of the Senes’

i i

"z

Number

7. RECORD SERLES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. de Drawer(s)
mter Size a Maerehilm O Alpnateticas O Microfilm Resi (s}
/ O Computer Tace st
O \egal Size a Ccmputer Tzce umerical O Cther (Specily)
O Beund Book O Fioppy Oisk o Chronoleg:cal Number é% F/_:—-
O Aucio Tape O Video Tace 0 Ceograohicat 10. ANNUAL ACCUMULATION .
O File Orawer ()
0 Cthar (Specily) Q Cther (Spectiv; O Microfilm Ree! (s}
O Computer Tape!s)
M W Q Other {Speciy)
Bt : Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daly O Weekly a  Monthly o Momh(s) 0 Year(s)

13. CURRENT LOCATI

OY(S) (Bldg.. Hlogr, Roam
A _W Y.

14. IS RECORD SERIES QUPLICATED ELSEWHERE?

(It yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
[ 3 No O None 0 Slate O Fegeral O Indspendent

17. IS AN INOEX SYSTEM USED? (I yes. exctamn cnefly and

wente any hargware/software)

18. RECOMMENDED RETENTION

‘ag slo

VeIV E=S,

r7od ICZ)

¥

P@FM/?’A/B/V%/ JBANE =

oY= M, <757

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21, DATE
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INSTRUGTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE 0GS $50-1) 7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY 2. DIVISION 1. uun@ﬂ%//”/—
e rEs T 0 Cormmes s Dadpne 2~

/DEF[NITION Records Serles - A group of related racords normaily filed and uudé 2 un}t for referenca as wall as retention and dlspouldon purposes.

4. RECORD SERIES T|TLE F./% ZMD 5. EAlelEST YEAR / LATE/T-ES;EAR
Kebulo.) %ﬁﬁwp@m) SR 2o 2o sr 2L 2T

6. RECORD SERIES DESCRIPTION { Bnefly descrite the lyges of information/documentsfforms found in the Senes  Incluce the pu.pose or functicn of the Senes;

Covtz 6’/25 MW/%//&J /2 /yj fff/%e%
79/?/7% r*f/ C&/&/’%/ﬁ 5‘37’7/\4/%7’% Y i
Déelwrlontionise Stieme<7 57/: Hoc oo /S
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